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Microsoft Excel - Part II 


Lab 2 


In this lab, we will take a through look at the charting capabilities of the Microsoft Excel. Several 
kinds of charts can be drawn using Excel such as histogram of one or more series, X-Y scatter 
charts, 2D columns, 3D columns, bars, areas, pies, and other kinds of charts. In the following 
sections, we will introduce the set of steps needed to use Microsoft Excel to draw these charts. 

1. Inserting A Chart 

Creating a chart in Microsoft Office Excel is quick and easy. Excel provides a variety of chart 
types that you can choose from when you create a chart. For most charts, such as column and 
bar charts, you can plot in a chart the data that you arrange in rows or columns on a worksheet. 
Some chart types, however, such as pie and bubble charts, require a specific data arrangement. 
On the worksheet, arrange the data that you want to plot in a chart. Select the cells that contain 
the data that you want to use for the chart. If you select only one cell, Excel automatically plots 
all cells containing data that directly surround that cell into a chart. If the cells that you want to 
plot in a chart are not in a continuous range, you can select nonadjacent cells or ranges as long 
as the selection forms a rectangle. You can also hide the rows or columns that you don't want to 
plot in the chart. The following table shows how to select cells, ranges, rows, or columns: 

A single cell Click the cell, or press the arrow keys to move to the cell. 

A range of cells Click the first cell in the range, and then drag to the last cell, or 

hold down SHIFT while you press the arrow keys to extend the 
selection. 


Nonadjacent cells Select the first cell or range of cells, and then hold down CTRL 
or cell ranges while you select the other cells or ranges. 


An entire row or Click the row or column heading, 
column 
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To cancel a selection of cells, click any cell on the worksheet. 
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Example 

Enter the data shown in next figure 
Select the marked area from D3 to 17. 
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• On the Insert tab, in the Charts group, do one of the following: 

• Click the chart type, and then click a chart subtype that you want to use. 

• To see all available chart types, click a chart type, and then click All Chart Types . 

• To display the Insert Chart dialog box, click the arrows to scroll through all available 
chart 

The chart is placed on the worksheet as an embedded chart. When you create a chart, the chart 
tools become available and the Design, Layout, and Format tabs are displayed. You can use 
the commands on these tabs to modify the chart so that it presents the data the way that you 
want. For example, use the Design tab to display the data series by row or by column, make 
changes to the source data of the chart, change the location of the chart, change the chart type, 
save a chart as a template, or select predefined layout and formatting options. Use the Layout 
tab to change the display of chart elements such as chart titles and data labels, use drawing 
tools, or add text boxes and pictures to the chart. Use the Format tab to add fill colors, change 
line styles, or apply special effects. 


2. Creating Pie Charts 

1 . Select the data: To select the data for your graph (include both the category labels and 
the values) click on the first cell of data and then drag your cursor (it should be a thick 
cross) over the remaining data to be included as part of the chart. 
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2. Choose a chart type: On the Insert tab of the Charts group select Pie. Under Pie, 
choose 2-D Pie (the first option). A simple graph is created. 
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3. Choose a layout: You will need to add a title and data labels. First click on the graph to 
activate the Chart Tools menu and then choose the Design tab. Under the Charts 
Layout group, select #6. (Click on the "more" arrow to display all seven layouts. Slide 
over each layout until you locate #6.) 
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4. Update title and format percentages: Click on the Chart Title and add a descriptive title 
(consider who, what, where and when). It is suggested that you format the percents on 
the pie chart to two decimal places. Right-click on the data labels (percentages), 
choose Format Data Labels, select Number and then select Percentage. Change the 
number of decimal places to two (2). 
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5. Add the Source: It is important to add a text box stating the data source used to create 
the graph. Under the Insert tab choose text box under the Text group. Draw a text box 
on your chart and then type in "Source:" followed by the data source. If no data source 
is listed, type "Unknown". 

6. Additional changes: To make any additional changes to your graph, try right-clicking on 
the part of the graph that you would like to change. You may also want to try a 
different Theme under the Page Layout tab. Under the Themes group, slide over the 
built-in themes and select any of the choices. The above graph was created using 
the Flow theme. 
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3. Creating Bar Charts 


1. Select the data: To select the 

data for your graph (include the PePaulMajorstM [Read -uni'.'] [compatibility Modej 

category labels and values) click 
on the first cell of data and then 
drag your cursor (it should be a 
thick cross) over the remaining 
data to be included as part of the 
chart. If you are graphing more 
than one series, click on the 
empty cell above the category 
labels and slide to the right over 
the series labels (then down over 
the values). If the series labels 
are not directly above the data 
values, you will need to retype 
the series labels above the data 
values (see below). 

2. Choose a chart type: On the Insert tab of the Charts group select Column. 
Under Column, choose 2-D Clustered Column (the first option on the left). A simple 
graph is created. 
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3. Choose a layout: You will need to add a title and axis labels. First click on the graph to 
activate the Chart Tools menu and then choose the Design tab. Under the Charts 
Layout group, select Layout 9. (Click on the "more" arrow to display all nine layouts. 
Slide over each layout until you locate #9.) 



fin snide mUsit 



s" If (^support 



fl > r 

Home Insert 


Chart Tool. 


Page Layout 


Formulas 


Data 


Review 


View 


Deiign 


\m < 

Change Save fts 
Chart T^pa Template 

L Jyp I „ 

13 

Switch 

Raw/Cots 

■1 

m 

Select 
imn Data 

}a!& 



Chart 1 


( % 

Sail 

jt 



A 



B l 

G 

1 1 

DePaul Majors in 2000 and 2004 

2 

From the DePaul University Fact File 




4\ 

Area 


5 

. j 

K 

I 

2000 

j 

s 

'Biology 

■ 

1 

239 


71 

English 

219 

3 

International Studies 

137 

in 

Mathematics 

66 

IQ 1 

Political Science 

254 


s 



1^ 

nil Ha 




L 1 i 






ijflrfl 



Ea s 



1 . 1 . Ik 


M 


Layout 9 


Select Data Source 


'cti 


Chart data 'ange: 


-£ZT 

146 
49 
446 

Update titles: Click on the Chart Title and add a descriptive title (consider who, what, 
where and when). Click on each Axis Title and label both your x-axis (horizontal axis) 
and your y-axis (vertical axis). If you are graphing only one series of data, always be 
certain to remove the legend (just click on the legend and use either the delete or 
backspace button). 

Naming each series in the 
legend: If you need to edit the 
names of your series (2000 
and 2004 above) you can do 
so by first clicking on the graph 
to activate the Chart 
Tools menu. Under Chart 
Tools choose the Design tab, 
and under the Data group, 
select Select Data. The series 
are on the left side of the box. 

To edit the name of a series, 
highlight it and then click 
the Edit button. When the Edit 
Series box appears, type your 
series name in the box 
labeled Series Name. 
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6. Add the Source: It is important to add a text box stating the data source used to create 
the graph. Under the Insert tab choose text box under the Text group. Draw a text box 
on your chart and then type in "Source:" followed by the data source. If no data source 
is listed, type "Unknown". 

7. Additional changes: To make any additional changes to your graph, try right-clicking on 
the part of the graph that you would like to change. You may also want to try a 
different Theme under the Page Layout tab. Under the Themes group, slide over the 
built-in themes and select any of the choices. 
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4. Creating Line Graphs 

1. Select the data: To select the data for your graph (include the category labels and 
values) click on the first cell of data and then drag your cursor (it should be a thick cross) 
over the remaining data to be included as part of the chart. If you are graphing more 
than one series, click on the empty cell above the category labels and slide to the right 
over the series labels (then down over the values). If the series labels are not directly 
above the data values, you will need to retype the series labels above the data values. 
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2. Choose a chart type: On the Insert tab of the Charts group select Scatter. 
Under Scatter, choose Scatter with Straight Lines and Markers (in the second row in 
the second column). A simple graph is created. 
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3. Choose a layout: You will need to add a title and axis labels. First click on the graph to 
activate the Chart Tools menu and then choose the Design tab. Under the Charts 
Layout group, select Layout 1 . 
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4. Update titles: Click on the Chart Title and add a descriptive title (consider who, what, 
where and when). Click on each Axis Title and label both your x-axis (horizontal axis) 
and your y-axis (vertical axis). If you are graphing only one series of data, always be 
certain to remove the legend (just click on the legend and use either the delete or 
backspace button). 

5. Naming each series in the legend (not needed with this example): If you need to edit the 
names of your series you can do so by first clicking on the graph to activate the Chart 
Tools menu. Under Chart Tools choose the Design tab, and under the Data group, 
select Select Data. The series are on the left side of the box. To edit the name of a 
series, highlight it and then click the Edit button. When the Edit Series box appears, type 
your series name in the box labeled Series Name. 

6. Add the Source: It is important to add a text box stating the data source used to create 
the graph. Under the Insert tab choose text box under the Text group. Draw a text box 
on your chart and then type in "Source:" followed by the data source. If no data source 
is listed, type "Unknown". 

7. Additional changes: To make any additional changes to your graph, try right-clicking on 
the part of the graph that you would like to change. You may also want to try a 
different Theme under the Page Layout tab. Under the Themes group, slide over the 
built-in themes and select any of the choices. The above graph was created using 
the Module theme. 
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